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UNITED STATES DEPARTMENT OF AGRICULTURE   ISSUED: April 25, 2013 

OFFICE OF PROCUREMENT AND PROPERTY MANAGEMENT  
 

 

AGPMR ADVISORY 

 
ADVISORY No. 13-05 

 

Title: Implementation of OMB Memorandum M-12-12 

Section 3:  Freeze the Footprint 

 
1. SUMMARY  

 On May 11, 2012, the Office of Management and Budget (OMB) introduced a “Freeze 

the Footprint” (FTF) policy in Section 3 of OMB Memo 12-12 (M-12-12).  On March 14, 2013, 

OMB issued implementing guidance in “Management Procedures Memorandum No. 2013-02.”  

FTF requires all civilian Executive Branch agencies to maintain a static balance in their directly 

leased, owned, and General Services Administration (GSA)-assigned building’s inventory of 

Office and Warehouse space as compared to a specific baseline provided by GSA.  This means 

any increases to Office and/or Warehouse type space must be offset with a corresponding square 

footage (SF) decrease so the U.S. Department of Agriculture (USDA) as a whole does not 

exceed the baseline in any fiscal year (FY).   

The baseline to be used for FTF measurement and evaluation purposes is a combined 

total for FY 2012 (FY12) of the domestic Office and Warehouse SF that USDA reports to the 

Federal Real Property Profile (FRPP) and USDA’s Office and Warehouse SF located in GSA-

assigned space.  This baseline was provided by GSA to the Office of Procurement and Property 

Management’s (OPPM) Property Management Division (PMD).   

This Policy applies to all new leases and owned real property acquisitions and 

expansions, including space that is under USDA’s direct control and space that is provided by 

GSA to meet a USDA requirement.  PMD manages this policy on behalf of the Department.  

PMD’s responsibilities include issuing USDA agencies their baseline SF allocations, processing 

agency requests for increases in Office or Warehouse SF that exceed the baseline (net increases), 

overseeing agency and Departmental SF balances, adjusting agency SF balances to ensure the 

Department does not exceed the FY12 baseline, developing and implementing internal controls 

and policies, and compiling an annual report of USDA’s effectiveness in complying with this 

policy for submission to GSA and OMB. 

  

http://www.whitehouse.gov/sites/default/files/omb/memoranda/2012/m-12-12.pdf
http://www.gsa.gov/portal/category/21275
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 Effective this Advisory’s date, USDA agencies may not initiate any action that will 

constitute a net increase in the agency’s Office and Warehouse SF inventory, as compared to its 

FY12 baseline, without first obtaining Departmental approval.  Net increases over the baseline 

are strictly prohibited without an approved offset or waiver from the Department.  Agencies will 

request approval by submitting the attached “Office and Warehouse Net Space Increase Request” 

form to PMD.   

 

2.  PROCESS and PROCEDURES 

A.  OVERVIEW 

PMD and agencies shall manage FTF using USDA’s Corporate Property Automated 

Information System (CPAIS) data exclusively.  CPAIS data will be used to establish an annual 

SF balance of agencies’ Office and Warehouse SF, manage and track agencies’ Office and 

Warehouse SF, and ensure a zero net increase to the Department’s overall inventory of such 

space during a given FY compared to the official baseline.  FRPP and GSA assignments baseline 

data is provided by GSA and posted on PMD’s SharePoint site.  Agencies are required to enter 

and maintain current, accurate data in CPAIS as a routine practice regardless of this policy.   

Agencies will manage Office and Warehouse space increases internally, or within their own 

SF inventory, unless an increase is expected to exceed the baseline and the agency is unable to 

supply a SF reduction to be used as an offset.  When no internal space is available to function as 

an offset, the agency will request that PMD identify SF that can be applied from another agency.  

If the request is approved, PMD will adjust both agencies’ SF balances accordingly.  Agencies 

may also request waivers for net space increases that are deemed to be mission critical and 

incurred to meet external requirements, such as to house a new legislatively-mandated program 

or to respond to an emergency. 

There is no distinction under FTF between Office and Warehouse SF.  The space will be 

tracked and managed interchangeably as a combined total.  This means an increase in Office 

and/or Warehouse space may be offset by a reduction in Office and/or Warehouse space.   

Covered Space.  This policy applies only to space where the building’s Predominate Use in 

CPAIS is Office or Warehouse, as defined in the FRPP.  Warehouse space includes buildings 

used for storage such as covered sheds, and buildings primarily used for storage of vehicles or 

materials, as well as underground or earth covered storage bunkers. 
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Excluded Space.  This policy does not apply to assets in CPAIS whose Predominate Use is 

not Office or Warehouse, such as Laboratory, Land, water reservoirs and petroleum, oil, and 

lubricant storage tanks.  Airplane hangars are also excluded because they are categorized as 

service buildings. 

 

B.  ACCOUNT MANAGEMENT 

1. Baseline.  PMD has posted the Departmental baseline (FY12 FRPP and GSA assignments 

data) and each agency’s share of this baseline on PMD’s SharePoint site under the “Freeze 

the Footprint” tab at:  https://portal.usda.gov/sites/PMD/default.aspx.  The FY12 baseline is 

the same for every ensuing FY until it is changed by GSA or OMB.  Should the baseline 

change, PMD will immediately notify the agencies and provide updated baseline data. 

 

2. Balance Maintenance.  Agencies are responsible for monitoring cumulative year-to-date SF 

increases and reductions, requesting SF offsets or waivers from the Department as needed, 

and maintaining a zero net balance in their inventory of Office and Warehouse SF every FY.   

 

3. CPAIS Updates.  Agencies must regularly and accurately record all Office and Warehouse 

SF changes in CPAIS, and are expected to update CPAIS within 5 working days after SF 

increases and reductions occur.  This requirement applies to SF changes in USDA-leased, 

owned, and GSA-assigned Office and Warehouse space.  GSA-assigned inventory updates 

will reflect the latest Occupancy Agreement (OA) information. 

 

4. SF Space Increase Requests.  Agencies that lack internal SF reductions needed to offset a SF 

increase may request that PMD attempt to locate the required Office and/or Warehouse SF 

from the Department’s inventory.  Authority to approve or deny net space increase requests 

and to allocate offsets rests with the Department’s Senior Real Property Officer (SRPO) 

(Director, OPPM).  PMD will ensure that such an increase will not negatively impact the 

Department’s ability to maintain a net neutral Office and Warehouse SF balance.  Procedures 

for submitting a request are outlined in Section 3, “Space Increase Requests.”  If PMD 

cannot obtain an offset, a waiver may be granted at the SRPO’s discretion. 

 

5. Offsets.  Offsets are reductions in Office and/or Warehouse SF that are used to neutralize the 

impact of a space increase.  Only Office or Warehouse space can be used as an offset, and 

offsets of each space type can be used interchangeably.  An agency with a net positive 

balance may be asked by PMD to provide a SF offset for another agency with a critical 

mission need to increase its Office or Warehouse SF, and no internal SF reductions are 

available for this purpose.  PMD will increase the requesting agency’s SF balance and 

decrease the contributing agency’s SF balance commensurately.  

Offsets result from recorded Office and/or Warehouse SF reductions in CPAIS related to 

lease expirations, terminations, building sales, reports of excess, disposals, and any other 

action that removes the asset from the agency’s inventory.  Agencies are reminded that in 

https://portal.usda.gov/sites/PMD/default.aspx
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addition to these measures, the use of flexible workplace strategies such as telework, 

hotelling, and space management initiatives like co-location and consolidation, can produce 

offsets.   

Space that may not be used as an offset is property that is “mothballed” or temporarily not 

occupied or utilized.  Also excluded are enhanced use leases (EULs) and outleases of 

properties that are occupied by a non-government entity that remains titled to the Federal 

government. 

6. Waivers.  An agency may request a waiver for any Office or Warehouse SF increase that is 

deemed to be mission critical and is externally required, such as by Presidential,  

Congressional or Judicial mandate.  Waivers are to be requested using the attached “Office 

and Warehouse Net Space Increase Request” form.  Appropriate justification must be 

included.  PMD may need to obtain approval from GSA and/or OMB to grant a waiver.  A 

waiver may also be granted by the SRPO if no offsetting SF is available in the Department’s 

Office and Warehouse space inventory to offset a request. 

 

 

C. TERMINOLOGY 

Co-location.  This is the merging of two or more components, offices, bureaus or divisions 

from two or more agencies, where one agency consolidates its components, offices, bureaus 

or divisions into the host agency’s space.  

Consolidation.  This is combining one or more components, offices, bureaus or divisions of 

the same agency in an existing owned Office or Warehouse space, and disposing of the 

(vacated) space in a leased facility. 

Disposal.  This is a sale, demolition, lease termination, public benefit conveyance, Federal 

transfer, or any other action that results in removal of the asset from the agency’s inventory.  

In the instance of GSA space leased on behalf of another agency, it is the agency rent 

termination date.  A disposal creates an offset in the amount of the SF of the Office or 

Warehouse space disposed. 

Hotelling.  This is an arrangement where employees use non-dedicated, non-permanent 

workspaces assigned for use by reservation on an as-needed basis. 

D. STATEMENTS AND REPORTS 

 

Balance Statements.  At the beginning of every FY, PMD will post each agency’s Office and 

Warehouse SF balance on the PMD SharePoint site.  (FY12 balances are currently available.) 
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Annual Departmental Report.  On an annual basis, PMD will roll up each agency’s CPAIS 

data and transactional information into a summary Departmental report.  This report will 

show the net difference between the baseline and the year-end SF balance for each agency.  

Despite any agency variances, the overall Departmental balance is expected to match (or be 

less than) the Departmental baseline every FY.  The report, along with other supporting 

documentation and data shall be submitted to USDA senior management, GSA and OMB for 

evaluation.  The Department’s progress will be published at www.performance.gov. 

 

Ad Hoc Reports.  PMD may request agencies to provide CPAIS data, screen captures, 

additional information and/or ad hoc reports at any time in support of managing this policy. 

 

 

3.  SPACE INCREASE REQUESTS 

Agencies will use the attached “Office and Warehouse Net Space Increase Request” 

(PMD Form 13-05) to apply for Office and/or Warehouse SF increases for which they can 

identify no offsetting SF reduction from within their own inventory.  In other words, it is to be 

used for net increases only.  PMD will attempt to locate a SF offset from another agency or 

agencies.  The Form may also be used to request a waiver. 

Actions that do NOT require the agency to submit a request or the SRPO’s approval are 

those that will maintain (not negatively impact or not exceed) the agency’s Office or Warehouse 

SF baseline, or will constitute a net balance reduction.  This is frequently the case with lease 

renewals, succeeding/superseding leases and space consolidations, which either maintain or 

decrease the agency’s SF footprint.   

The Form must be signed by the submitting agency’s Head of the Real Property Activity 

(HRPA) (Administrative Services Director or equivalent), the agency’s Chief Financial Officer 

(CFO), and approved by the Department’s SRPO (or delegate) prior to the agency taking the 

proposed action.   

 

Attachments 

 
 “Office and Warehouse Net Space Increase Request” (PMD Form 13-05) 
 OMB Memorandum M-12-12 
 OMB Management Procedures Memorandum No. 2013-02 

______________________________________________________________________________  

  

http://www.performance.gov/
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AGPMR Advisories are posted at the following web link:  http://www.dm.usda.gov/pmd/.  If you 

have questions or comments regarding this Advisory, please contact Paul Walden, Chief 

Property Management Division on (202) 720-7283, or by sending an email to 

Paul.Walden@dm.usda.gov. 

 

EXPIRATION DATE: Effective upon issue date until canceled.  

 

 
_______________________________ 

Paul Walden, Chief, PMD 
______________________________________________________________________________  
AG PMR Advisories are posted on the USDA World Wide Web site at the following URL:  http://www.dm.usda.gov/pmd/.  If you have 
questions or comments regarding this advisory, please contact Paul Walden, Chief Property Management Division by telephone at  

(202) 720-7283, via email at Paul.Walden@dm.usda.gov, or by sending an email message to propertymanagement@dm.usda.gov.  

 

  

http://www.dm.usda.gov/pmd/
mailto:Paul.Walden@dm.usda.gov
http://www.dm.usda.gov/pmd/
mailto:Paul.Walden@dm.usda.gov
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OFFICE AND WAREHOUSE NET SPACE INCREASE REQUEST 
April 25, 2013 

PMD FORM 13-05 

 

 

Background: 

 

This form is designed to meet the requirements of the Office of Management and 

Budget’s (OMB) “Freeze the Footprint” Policy described in OMB Memo 12-12 dated May 11, 

2012.  The Policy is described in USDA’s Agricultural Property Management Regulation 

(AGPMR) Advisory No. 13-05, “Implementation of OMB Memorandum M-12-12 Section 3:  

Freeze the Footprint,” posted on the Office of Procurement and Property Management’s (OPPM) 

Property Management Division (PMD) SharePoint site.  The Advisory is also located on PMD’s 

webpage under “Additional Resources (USDA Employees Only)” at 

http://www.hqnet.usda.gov/pmd/physical_sec_library.html. 

 

Applicability: 

 

Agencies must use this form to request increases in space, whose Predominate Use is 

Office and/or Warehouse as defined by the Federal Real Property Profile (FRPP), that would 

exceed the agency’s established baseline for such space, and for which the agency has no 

internally available offsetting SF reduction.  Predominate Use is the primary use of the real 

property asset as noted in the FRPP.  For example, buildings used primarily for office purposes 

are classified as “office” even though certain portions of them may be used for storage or 

research.  Buildings with a Predominate Use of Warehouse are used for storage, and include 

covered sheds and buildings primarily used for storage of vehicles or materials.  Also included 

are underground or earth covered storage bunkers.  Excluded are airplane hangars, water 

reservoirs and petroleum, oil, and lubricant storage tanks.   

 

Instructions:   

 

1. Submit space increase requests (PMD Form 13-05) at least 30 calendar days in advance 

of the need to acquire the space, or prior to starting rental payments in the case of leased 

space.   

2. Submit waiver requests at least 45 calendar days in advance of the need for a decision.   

Note:  Despite these minimum processing times, requests should be submitted as soon as 

the need is known, especially in the case of direct leases and GSA Occupancy 

Agreements that require 18 to 24 months to plan in advance.   

3. The Head of the Real Property Activity (HRPA) and Chief Financial Officer (CFO) of 

the requesting agency must sign the form. 

  

http://www.whitehouse.gov/sites/default/files/omb/memoranda/2012/m-12-12.pdf
https://pws.sc.egov.usda.gov/login/login.aspx?TYPE=33554433&REALMOID=06-514a1d7a-09e6-4681-bbba-c3e02ea7e826&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-CfcbJXYbLN7h%2bVg3eDtGlIn4yV4rICwEbTrzsoMwiO4o8egXDKRyhg3lnzgFBz9c&TARGET=-SM-HTTPS%3a%2f%2fportal%25
http://www.hqnet.usda.gov/pmd/physical_sec_library.html
http://www.hqnet.usda.gov/pmd/physical_sec_library.html
http://www.gsa.gov/portal/category/21275


 

PMD Form 13-05, Page 2 of 8 

 

 

4. Submit the completed form to Debra.Kerr@dm.usda.gov, or mail to: 

 

USDA/OPPM 

Property Management Division 

ATTN:  Debra Kerr, Property Management Specialist 

1400 Independence Avenue, SW 

Mail Stop 9304 

Washington, DC  20250 

 

For assistance completing this form please contact Ms. Kerr at the above email address or by 

phone on (202) 720-8873. 

 

Warning:  Do not execute any lease or other real property contract that obligates the 

Government to take possession of or pay for the requested space identified in this form until it is 

returned to the submitting agency after being approved by the SRPO. 

  

mailto:Debra.Kerr@dm.usda.gov
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Office and Warehouse Net Space Increase Request 

PMD Form 13-05 
 

Control Number (to be completed by PMD):  ____________________ 

 

 

1. Date Submitted: ____________________ 

 

2. Submitter’s Contact Information: 

 

Name:  ________________________________________ 

 

Title:  ________________________________________ 

 

Agency: ________________________________________ 

 

Email:  ________________________________________ 

 

Phone:  ________________________________________ 

 

Address: __________________________________________________ 

 

  __________________________________________________ 

 

  __________________________________________________ 

 

 

3. Space Request Data 
 

a.  Space Type (Predominate Use).  Check one: Office: _____ Warehouse: _____ 

 

b.  Square Footage (SF) Requested: __________ 

 

c.  CPAIS Real Property Unique Identification (RPUID) No.:  _______________ 

     (If the space relates to an existing asset in CPAIS.) 
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d.  Property Address:   

 

__________________________________________________________ 

 

_________________________________________________________ 

 

_________________________________________________________ 

 

 

e.  Will the requested space be USDA owned, leased, or GSA assigned?   

 

USDA Owned: _____ 

 

USDA Leased: _____ 

 

GSA Assigned: _____ 

Unknown/To Be Determined: _____ 

f.  Comments: ____________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

4. Reason for Space Increase.  Please check all that apply: 

 

a. New Lease: _____ 

b. New Acquisition (Owned Building only): _____ 

c. Expansion (Leased or Owned Building): _____ 

d. Co-Location: _____ 

e. Consolidation: _____ 

f. Other:  _____.  If “Other,” please explain:  __________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 
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5. Waiver.  Complete this section only if a waiver is being requested.  Otherwise proceed to 

number #6. 

 

a. Is the SF increase required to meet a mission critical need?   Yes:  _____  No:  _____ 

 

b. How long will the space be needed?  _______ months/______years/______Indefinite 

 

c. Provide justification, e.g. to meet a legislative requirement to establish a new or 

expanded program or to respond to an emergency: 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

Attach available documentation to substantiate the waiver request to the end of this Form.  

For example, include a copy of the legislative language or a court order that mandates the 

space increase. 

 

6. Offset Information.  Describe the proposed SF offset that the agency requests be applied 

by OPPM.  If an offset is not known, leave this section blank and proceed to number. #7.   

 

a. Agency Name: _____________________________________________ 

(Agency from which the SF offset is sought.) 

 

b. Property Address:   

_________________________________________________________ 

__________________________________________________________ 

___________________________________________________________ 

c.  CPAIS RPUID (if known):  _________________ 
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d. Describe date/circumstances for availability:  ________________________________ 

________________________________________________________________________ 

 _______________________________________________________________________ 

 

 

7. Head of Real Property Activity (HRPA) (Requesting Agency Approval) 

(Agency completes prior to submitting this Form.) 

Signature:  _________________________________________ 

Name:  ____________________________________________ 

Title:  _________________________________________ 

Date:  ________________ 

 

8. Chief Financial Officer (CFO) (Requesting Agency Approval) 

(Agency completes prior to submitting this Form.) 

Signature:  _________________________________________ 

Name:  ____________________________________________ 

Title:  _________________________________________ 

Date:  ________________ 

 

 

9. Senior Real Property Officer (SRPO) Decision 
(To be completed by OPPM.) 

 

a. Space Increase Request is:    Approved:  _____ Not Approved:  _____ 

 

If approved, describe source of offset: 

 

b. Agency Name:  _____________________________________________ 
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c. Action to be taken by OPPM:   

 

Increase Requesting Agency SF Balance by: _______________SF. 

Decrease Offsetting Agency SF Balance by: _______________SF. 

 

d. Is Request met?  Yes:  _____ No:  _____   

 

If “No,” balance remaining:  ____________ SF. 

 

e. Description of future action to be taken regarding any outstanding, unmet need:   

 

___________________________________________________________________ 

 

___________________________________________________________________ 

 

f. Estimated timeframe for completion:  ______________________________________ 

 

g. Waiver granted:  Yes:  _____  No: _____ 

 

 

10. Head of Real Property Activity (HRPA) (Contributing Agency Concurrence) 

(Agency providing the offsetting SF completes/PMD coordinates.) 

Signature:  _________________________________________ 

Name:  ____________________________________________ 

Title:  _________________________________________ 

Date:  ________________ 

 

11. Chief Financial Officer (CFO) (Contributing Agency Concurrence) 

(Agency providing the offsetting SF completes/PMD coordinates.) 

Signature:  _________________________________________ 

Name:  ____________________________________________ 

Title:  _________________________________________ 

Date:  ________________ 
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12. Senior Real Property Officer (SRPO) Approval 
(To be completed by OPPM, as applicable.  Approval also provided on behalf of the 

Departmental Chief Financial Officer.) 

 

 

Signature:  _________________________________________ 

 

Name:  ____________________________________________ 

 

Title:  _________________________________________ 

 

Date:  ________________ 

 

 

13. Attachments.  Attach pertinent information that will help OPPM understand the request.  

Examples of include CPAIS screen captures, GSA rent bills, Occupancy Agreements and 

other documentation, such as legislation or an Executive Order, that demonstrates a need 

for the SF increase.  This is especially important to substantiate a waiver. 

  



 

OMB MEMO M-12-12 

 

 
 



 

 
  



 

 
 

 



 

 
  



 

 

 

 

 

 



 

 
 

  



 

OMB MPM 2013-02 

 
 

 



 

 
 



 

 
 

 



 

 
  



 

 
 

 

 

 



 

 


